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The nation behaves well if it treats the natural 
resources as assets which it must turn over to 
the next generation increased, and not 


impaired, in value. 


THEODORE ROOSEVELT, AMERICAN STATESMAN AND 
26TH U.S. PRESIDENT 
1858-1919 


PURPOSE OF THIS GUIDE 


The objective of this guidebook is to assist Bureau of 


Land Management (BLM) program managers/supervisors 


in: (1) assessing their programs’ need for volunteers; 


(2) recruiting volunteers; (3) fully integrating the use of 
volunteers in BLM programs; and (4) supervising, training, 
and recognizing volunteers. 


THE BASICS: SOME Q’s & A's 


Who volunteers for BLM? 

Today’s volunteers tend to be vital, productive, creative 
individuals of all ages who possess the skills, desire, 

and commitment to accomplish a wide variety of tasks. 
Through participation in BLM volunteer projects, people 
in local communities can become involved and invested 
in both BLM and the public lands. Such involvement can 
increase public awareness and community understanding 
of the work and planning involved in public lands 
decision-making and management. With the assistance 
of volunteers, BLM can expand its existing programs 
and undertake projects that otherwise could not be 
accomplished. 


Are all BLM volunteers unpaid? 

Actually, BLM volunteers fall into two categories: 
Traditional volunteers, who comprise the much larger 
category of the two, are persons who contribute their 
services to BLM and receive no wages or salary for their 
work, though they may be reimbursed for incidental 
personal expenses. Donated workers are persons who 
assist BLM in similar ways as traditional volunteers, but 
who are paid wages or a salary by an organization other 
than BLM, or from funds other than those appropriated 
to BLM. 


How long do volunteers serve? 

Volunteers may wish to donate their services for a day, 
for a few hours each week, for a month, or for an ex- 
tended length of time. They may volunteer to work on 
a one-time project, or on several projects over an estab- 
lished timeframe. The flexibility to adjust a volunteer's 
contributed time is one of the most appealing features 
of BLM’s program; the supervisor and volunteer are 
able to mutually decide which arrangement will best 
suit their needs. 


Typically, how do volunteers benefit from their 


service with BLM? 

The BLM Volunteer Program can provide both tangible 
and intangible benefits to volunteers. A successful 
program responds to these various motivations, expec- 
tations, and needs. Among other benefits, volunteers 
can gain from their service by: being exposed to career 
opportunities and skills training; having the opportunity 
for self-fulfillment; finding satisfaction in helping others; 
contributing to the enhancement of the nation’s public 
lands; becoming more aware of the BLM mission and 
having the opportunity to become a part of it; and using 
experience accrued as a BLM volunteer to improve future 
employment prospects. 


Where can one find BLM policy for the 


Volunteer Program? 

Policy and procedures governing the BLM Volunteer 
Program are located in BLM Manual Section 1114, “Vol- 
unteers,” as amended by Instruction Memorandum (IM) 
No. 2005-026, “BLM Manual Section 1114 (Volunteers) 
Interim Amendments.” WORKING WITH VOLUNTEERS 
is intended for use in conjunction with those documents 
as well as other BLM and Federal guidance that applies 
to BLM volunteers and the BLM Volunteer Program. 
(See Appendix D, “References and Forms.”) Where BLM 
Manual Section 1114 is referenced in this guide in whole 
or in part, its use in conjunction with IM No. 2005-026 

is implied. 


Which BLM programs may utilize volunteers? 
Volunteers may and should be used in almost all BLM 
programs and tasks, except for law enforcement, policy- 
making, search and rescue work on behalf of BLM, 
certain range improvement tasks, and any type of 
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hazardous duty. (Please refer to BLM Manual 1114.2.22 delegate tasks are key to the successful utilization of 
for detailed information.) However, in no situation maya volunteers by BLM program managers and supervisors. 
volunteer be used to displace an employee. 


What should volunteers expect from BLM? | 


A sampling of the wide variety of tasks volunteers can What responsibilities do they have? 
perform for BLM is listed in Appendix A. Creativity, a The card below, BLM Form 1114-2, is available at 
desire to apply people's talents, and a willingness to http://web.blm.gov/internal/wo-600/00_wo0650_vol/ 


toolkit/onlineform.html. 


Volunteer Rights and Responsibilities 
As a Volunteer, you have a right to: 


¢ Be given suitable assignments - after informed 
consideration of your preferences, skills, experience 
and training - and a clear description of your duties. 


Duty Period: — ¢ Receive training appropriate to your project 
: assignments, and orientation to BLM and its respon- 
From sibilities. 


¢ Have your time used effectively and efficiently; 
and receive supportive guidance and supervision, and 
fair and regular evaluation. 


to 


¢ Be invited to participate as a co-worker, and 
have your suggestions considered by someone who 
can do something about them. 


Duty location: 


* Expect that BLM will keep any commitments 
Volunteer’s signature: made to you in your Volunteer Agreement or Project 
Description. 


*« Be held accountable for your actions as a Vol- 
unteer, and be acknowledged for your contributions 
and accomplishments. 

As a Volunteer, you have a responsibility to: 


* Be responsible in your offer of service, and 


(Signature, name, title of issuing officer for BLM) 


In case of emergency related to your Volunteer duties 
with BLM, contact your Supervisor, 


or -after duty hours- 


. lf unavailable, contact 


or -after duty hours- 


Form 1114-2 (June 2005) 


keep your agreements with BLM. 


¢ Accept the guidance and decisions of your Su- 
pervisor. 


¢ Serve the public well and represent BLM in an 
appropriate manner. 


¢ Inform your Supervisor if BLM is not keeping 
any of its commitments to you. 


¢ Work within the bounds of your duties as set 
forth in your Agreement or Project Description, and 
advise your Supervisor if you think these should be 
revised - because of change in your circumstances 
or for any other reason. 


ROLE OF STATE/FIELD 
VOLUNTEER COORDINATOR 


The State or Field Office Volunteer Program Coordinator 
performs local volunteer recruitment and local Volunteer 
Program promotion; consults with BLM resource man- 
agers about volunteer needs for programs and projects; 
coordinates volunteer interviews; compiles, maintains, 
and reports Volunteer Program statistics for submission 
to the Washington Office; and often maintains files for 
individual volunteers within the State or Field Office. 


Specifically, the Volunteer Coordinator... 

assures that statements of duties for various jobs are 
available for incorporation into volunteer agreements; 
coordinates with the Human Resources Office to deter- 
mine volunteer position sensitivity, evaluate the need 
for background checks on a case-by-case basis, and 
perform job hazard analyses for volunteer positions; 


¢ works with supervisors, managers, and resource 
specialists in the assignment of volunteers to particular 
projects; 

coordinates with supervisors / managers in issuing 


letters and certificates of appreciation to volunteers 
completing their assignments; 
coordinates nominations of local volunteers for 


national awards, including BLM’s annual “Making a 
Difference” awards and the Department's “Take Pride 
in America” awards (see Appendix D); and 

completes reports required by BLM Manual 1114, and 
responds to other requests for Program information. 


Contact information for BLM State and Field Volunteer 
Coordinators is provided at http://web.blm.gov/internal/ 
wo-600/00_wo0650_vol/vol_field_coord_list.html. 


VOLUNTEER PROJECT PLANNING 


Again, volunteers should never be used to displace employees. 
Volunteers, however, can assist with or accomplish tasks 
and projects for which a manager, supervisor, or project 
leader has neither the time nor the staff. Even so, using 
volunteers is not cost-free, so project planning should 
be initiated with an understanding that some money 
will be spent for incidental expenses, and some staff 
time will be devoted to volunteer supervision, train- 
ing, and other tasks. (See Appendix D, “References and 
Forms,” for project planning templates.) Even with this 
initial investment, the agency’s returns can be great. 


The Needs Assessment 


One simple, proven method for identifying the need for 
volunteers is for the manager to hold an annual brain- 
storming session with staff—particularly those with 
potentially benefiting subactivities—to determine which 
programs could benefit from work performed by 


volunteers. Participants should identify both those tasks 
traditionally associated with volunteers (e.g., campground 
hosting) and those program tasks that will not be accom- 
plished simply because resources (funding and/or staff) 
are not available. 


Once a complete list of needs is developed, managers and 
supervisors should work with the Volunteer Coordinator 
to determine which of the identified tasks could be 
accomplished by volunteers. (BLM Manual 1114 includes 
a suggested format for a Volunteer Program Needs As- 
sessment. See Appendix D, “References and Forms” for 
access to Manual 1114.) 


For maximum effectiveness, the Needs Assessment 
should be coordinated with development of the An- 
nual Work Plan and other budget documents. See 
Appendix D, “References and Forms,” for information on 
the BLM budget cycle and timelines. 
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Steps to consider in developing an effective ¢ Which jobs require particular skills, experience, or 
Needs Assessment: training, e.g., staff assistant, carpenter, photographer, 


* Create a list of tasks or projects planned for accom- biologist, webmaster? (= Skilled positions) 
plishment in a typical year. Be reasonably specific: tasks 
might range from typing mailing lists to organizing 
field projects. 

¢ Add to that list all the projects or tasks that managers 


Identify volunteer needs in both the generalist and 
skilled categories, also noting those projects or tasks 
that would be appropriate for groups of volunteers. 


would like to accomplish if they only had sufficient Then, translate those needs into brief Project Descriptions 


time, staff, and funds. Be sure to include tasks or proj- Volunteer Opportunities to be posted on Volunteer. 


ects that require specific training or skills, particularly gov/gov by the project leader and, if desired, incorporated 
into a statewide volunteer opportunities notebook to be 


maintained by the State/ Field Office Volunteer Coor- 
dinator. For one-time, emergency-type project needs, a 
Volunteer Opportunities Announcement can also be 
issued. In all cases, necessary staff workmonths and 
operations funding for supplies, tools, and materials 


if people with those skills are not now on the staff. 

¢ From the resulting master list, identify as “possible 
volunteer opportunities” those tasks or projects not 
assigned to any employee or not using to full advantage 
one or more employees’ training, time, and experience. 


¢ In addition, identify as “possible volunteer opportunities” 
those tasks or projects already assigned to employees should be integrated into the office Annual Work Plan 


who could use some assistance. In many cases, volun- submission and other budget and planning documents to 


teers can complement, support, and enhance the work the extent possible. 
of staff. 
¢ Feel free to include as “possible volunteer opportunities” 
one-day tasks and small jobs, such as running errands 
or organizing storage cabinets. Someone may wish to 
volunteer for whatever needs to be done on a given day. 


Questions to consider in determining which of the 
“possible volunteer opportunities” resulting from 
the Needs Assessment should go forward for 


advertising and recruitment: 
¢ Are the expected results worth the commitment 
of staff time, training, and/or supervision 


necessary to recruit and use a volunteer 
for the project or activity? 

¢ Which jobs can be done by volunteers 
without specific training and/or require 
a minimum of instruction; e.g. 
campground host, clerk, receptionist, 
general maintenance? (= generalist positions) 


WRITING A VOLUNTEER 
POSITION DESCRIPTION 


Volunteer position descriptions define the duties or 

tasks to be accomplished. They are beneficial to both 

the supervisor and the volunteer because they help to 
prevent misunderstandings. These descriptions also serve 
as the basis for the statement of duties written into the 
volunteer agreement, provide standards on which to base 
volunteer performance evaluations, and are required for 
online volunteer recruitment via Volunteer.gov/gov. 

(See “Recruiting. ”’) 


Position descriptions can be standardized or tailored 
to certain tasks or projects. Often, position descriptions 
already available for BLM staff positions may be used. In 
addition, template position descriptions for a variety of 
volunteer positions and projects are available on the BLM 
Volunteer Program website (see Appendix D, “References 
and Tools.”) Whether standardized or customized, 
position descriptions should include the following at a 
minimum: 


RECRUITING 


Advertising Volunteer 
Opportunities 


BLM volunteer opportunities should be posted on the 
interagency Volunteer.gov/gov website, an online resource 
that is easy to use for both Federal agencies and prospec- 
tive volunteers. Interested volunteers may search available 
opportunities using a variety of search criteria, and 
applications are directed to the specific volunteer project 
lead or resource program supervisor for timely response. 
State and Field Volunteer Coordinators can provide 
assistance in posting opportunities. (Also see Appendix D, 
“References and Forms.”) 


Traditionally, current and former volunteers have been 
some of BLM’s most effective Volunteer Program 
ambassadors, promoters, and recruiters. Satisfied 


¢ Title of the position to be filled by the volunteer” 

¢ Necessity for applicant background check (yes/no) 
(see “Signing Up a Volunteer”) 

¢ Task(s) to be accomplished, including level of difficulty 

¢ Work environment/ physical demands (geographic 
location; office vs. outdoors, etc.) 

¢ Safety concerns, if any 

Equipment/supplies to be provided, and by whom 

¢ Travel required, if any 

¢ Knowledge and/or skills required 

Training required and/or provided (if applicable) 

¢ Work schedule and required time commitment 
(negotiable as appropriate) 

¢ Expected results/ products, for both volunteer and 
BLM 

¢ Reimbursements offered (e.g., incidental expenses, food) 

¢ Supervision or guidance to be provided 


Note that prospective volunteers are more apt to be attracted to positions with 
interesting, engaging titles, e.g., “trail monitor” rather than “litter collector.” 


volunteers tend to “spread the word” and are excellent 
sources of additional volunteer assistance for BLM. 


Volunteers can also be reached through various outreach 
methods, including news media, expositions, community 
service organizations, colleges, job placement agencies, 
youth groups (e.g., Scouts), and retiree / senior organizations. 
Special-interest and enthusiast groups can be approached 
through their activity or membership committees. Personal 
contacts and submissions to organizational newsletters 
are also effective avenues for getting the word out. 


Responding to Inquiries and 


Expressions of Interest 


For telephone or in-person inquiries, volunteers can be 
given a BLM Volunteer Application Form (Form 1114-10). 
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This form includes a number of notices regarding vol- 
unteer and employee rights, protections, and limitations 
of the types of duties that volunteers may perform. If 
volunteer opportunities are posted online at Volunteer. 
gov/gov, applicants are encouraged to complete an online 
version of the application form with the same informa- 
tion as the printed form. Volunteer coordinators receive 
an email message that a new volunteer application has 
been received for their position, and the coordinators 
are encouraged to review the application immediately. 
Regardless of the type of inquiry, the prospective 
volunteer should be contacted promptly regarding 

the opportunity. 


Volunteer Eligibility 


Volunteer services are accepted without regard to the ap- 
plicant’s color, national origin, gender, race, age, religion, 
disability, or any other non-merit factor. Those under the 
age of 18 must have parental approval via BLM Form 

1114-5a before volunteering. (See Appendix 
D, “References and Forms.”) Volunteers 
are not permitted to 
displace salaried 

employees, nor may 
they operate 


eeen” 


PEPIN A ahead 
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heavy equipment unless properly trained and qualified. 


Both individuals and groups may volunteer their services 
with BLM. 


US. citizenship is not required for BLM volunteers; 
however, provisions vary with the country of origin of 
the prospective volunteer. (See Appendix D, “References 
and Forms”: Instruction Memorandum No. 2005-026, 
“BLM Manual Section 1114 (Volunteers) Interim 
Amendments. ”) 


Long-Term Volunteers 


Volunteers who will serve more than 180 days may be 
subject to the requirements of Homeland Security 
Presidential Directive-12 (HSPD-12), which include 
background checks and the issuance of smart cards. 
See “Security and Background Checks,” next page. 


SIGNING UP A VOLUNTEER 


Interviewing and Enrolling 
Volunteers 


The interview provides both the volunteer and the 
supervisor a chance to gather information before a com- 
mitment is made. This interview should be coordinated 
with the Volunteer Coordinator, unless geographic 
location hinders it. During the interview, detailed ques- 
tions can be posed by both the volunteer and supervisor 
regarding skills, interests, project-related specifics, travel 
requirements, and variables such as schedules and reim- 
bursement allowances. A specific time can be designated 
to discuss final decisions and fill out necessary paperwork. 
(Please note that interviews are not necessary for one- or 
two-day volunteer activities such as river cleanups, 
National Public Lands Day projects, etc.) 


Information covered by the Privacy Act of 1974, as 
amended (5 U.S.C. 552a), must not be discussed during 
the interview process. The local Human Resources 
Office can provide additional information on this subject. 


The Volunteer Agreement 


All volunteers must be signed up under either an Indi- 
vidual Volunteer Services Agreement, BLM Form 1114-4, 
or a Group Volunteer Services Agreement, Form 1114-5 
(see Appendix D, “References and Forms.”). Before the 
volunteer starts the assignment, an agreement form 
must be filled out in its entirety, signed by the volun- 
teer (or group liaison), and approved/signed by the 
appropriate BLM official (Division Chief, Deputy State 
Director, Field Office Manager, or Line Manager). Failure 
to have a completed agreement in effect increases BLM’s 
vulnerability to lawsuits in the event of on-the-job injury 
or property loss on the part of the volunteer. 


To the extent possible, volunteer agreements should ad- 
dress all applicable aspects of the volunteer's assignment, 
including: training provided, expense reimbursements, 
uniform components, travel required, supplies provided. 
Agreements for volunteers who will collect recreation 


fees or other funds must incorporate a statement formally 
designating them as fee collectors. (See “Training” and 
“Volunteer Surety Bonding,” below.) 


The original, completed agreement should be kept in 
an appropriate file housed in a locked file cabinet main- 
tained by the Volunteer Coordinator; a copy of the 
completed Agreement should be given to the volunteer. 
For tracking and procurement purposes, a unique serial 
number should be typed on each agreement; the number 
should incorporate the two-character BLM state abbre- 
viation, the four-digit fiscal year, a field office alphabeti- 
cal or numerical identifier (if applicable), and a number 
assigned to the volunteer (reflecting his/her order of 
enrollment). For example, the agreement for the first 
volunteer enrolled by Colorado’s Canon City Field Office 
in Fiscal Year 2007 might be given the following num- 
ber: CO2007CCFO-001. Volunteer agreements are valid 
only in the fiscal year in which they are executed; if the 
volunteer will continue service into the next fiscal year, 
that portion of the agreement serial number should be 
changed when the fiscal year changes. (This may be 
accomplished by making a simple pen-and-ink change 
on the original agreement form.) Supervisors are 

also encouraged to check with the local Records 
Management Specialist. 


Security and Background Checks 


Under some circumstances (e.g., long-term assignments, 
anticipated volunteer use of a networked BLM computer), 
prospective volunteers may be required to undergo 
background checks before their services may be ac- 
cepted by BLM. The information and simple flow charts 
at http://web.webis.blm.gov/internal/wo-600/00_w0650_ 
vol/650_vol_hspd12.html can help supervisors determine 
which volunteer positions will likely require applicants to 
have background checks. Since conducting background 
checks is frequently time-consuming, supervisors are 
encouraged to initiate the process with Human Resources 
as soon as it is determined that a background check is 
needed. 
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You must give time to your fellow men— 
even if it’s a little thing, do something for 
others, something for which you get no pay 
but the privilege of doing it. 


ALBERT SCHWEITZER, GERMAN PHYSICIAN AND HUMANITARIAN 
1875-1965 


SUPERVISING VOLUNTEERS 


The volunteer supervisor’s role is to: 

Provide or arrange for orientation and any appropriate 
training as specified in the volunteer agreement or 
statement of duties; 


Oversee the assignment and the volunteer’s activities; 
Give explicit instruction on how the volunteer should 
complete tasks/ assignment 


(For longer-term volunteers): Evaluate the volunteer’s 
work, acknowledging accomplishments and, if 
appropriate, providing constructive criticism; and 
Arrange for appropriate recognition to be given 
volunteer upon completion of service 


(See Appendix C, “Considerations for Supervisors.) 


Orientation 


Most new volunteers, even those who possess job-specific 
skills and knowledge, require some orientation to acquaint 
them with the BLM mission, the multiple uses of the 
public lands, and the function of the specific volunteer 
work assignment. Orientation should be tailored to 
each volunteer’s specific needs. An orientation packet 
containing BLM information and employee-related 
requirements should be given to each volunteer when 
he/she reports for duty (see Appendix B, “Volunteer 
Orientation Packet.”) 


Liability protection and injury compensation coverage 
for volunteers (as indicated in Section 5.b. of the Volun- 
teer Services Agreement forms) should be discussed. Job 
safety and training needs are other important topics to 
cover. 


As a courtesy to the volunteer, the supervisor should 
introduce him/her to staff members, particularly co- 
workers, and conduct a tour of the BLM office. This 
enables the volunteer to become comfortable and feel 
like a part of the BLM family. 


At a minimum, the supervisor and volunteer 


should discuss: 

regular hours of duty, timekeeping; 

equipment and supplies needed to accomplish duties; 
use of government property (use of DI-105 if applicable); 
approval to use personal property in the course of doing 
BLM work (see Volunteer Agreement Section 5.b.3. 
and BLM Volunteer Manual Section .98.E.); 


¢ job safety, training; 
* necessity for travel; 


obtaining a government drivers license (if applicable), 
vehicle safety regulations; and 
evaluation of the volunteer’s service at the 


assignment’s conclusion. 


Reimbursement for Incidental 
Expenses 


BLM reimbursement of volunteers for incidental ex- 
penses is discretionary under the Federal Land Policy and 
Management Act (FLPMA). Although volunteers may 
not be paid wages, they may be reimbursed for 
incidental expenses such as meals and transportation/ 
mileage to and from the worksite. The maximum 
allowable monetary reimbursement is the Federal “camp 
rate,” which is addressed by Federal travel guidelines. 


Lodging costs incurred while on assignment may be cov- 
ered in some cases, as may temporary-duty travel costs 
(as for employees). In addition, food may be purchased 
directly for volunteers on assignment. (See Appendix D, 
“References and Forms.”) In some positions, volunteers 
may be lodged in government quarters. 


If the volunteer supervisor opts to provide for reimburse- 
ment of the volunteer, the specific terms must be de- 
tailed in the volunteer agreement under Section 6.b. See 
BLM Volunteer Manual Section .98 for specific details on 
reimbursement. Other allowable program costs include 
those associated with training, supervision, supplies, and 
recruiting. Reimbursements are effected through use of 
Form SF-1164, “Claim for Reimbursement of Expenditures 
on Official Business.” (See Appendix D, “References 

and Forms.”) 


Volunteer Uniforms and Uniform 
Allowances 


Uniforms may be appropriate for volunteers assigned to 
tasks with high public visibility or particular physical 
conditions. Volunteer uniform components, worn in 
conjunction with personal clothing, may include the 
following: volunteer shoulder patch; generic or 
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personalized volunteer nameplate; volunteer indoor/ 
outdoor vest; and volunteer cap. 


If the supervisor decides that the volunteer should 
receive a uniform, this should be stated in an attachment 
to the volunteer agreement as stipulated in Section 6.b. 
of the agreement. The procedures by which to obtain 
uniforms and uniform allowances for volunteers are 

the same as for employees. See BLM Volunteer Manual 
Section 1114.94 and the BLM Uniform Manual (1103) for 
detailed guidelines on volunteer uniforms. (See Appendix 
D, “References and Forms.”) 


Training 


Some volunteer assignments may require specialized 
training beyond that available on-the-job or through 
orientation. In those cases, volunteers may be invited to 
attend assignment-related BLM training courses if their 
~, participation does 
x not result 
in displacing 
employees from 
those courses or in 
significant extra 
expenditures. 


10 


Usually volunteers consider training to be a benefit of 
their service to BLM. 


Agreements for volunteers who will collect recreation 
fees or other funds must incorporate a statement desig- 
nating them as fee collectors, and provide for required 
training as outlined in BLM Volunteer Manual Section .29. 
(See “Bonding,” below.) 


Volunteer Surety Bonding 


Volunteers may be given assignments that include re- 
sponsibility for collection of fees or other funds for BLM. 
Those volunteers must be provided appropriate training 
and be made aware of the risks involved with such duties. 
Background checks may be warranted, depending upon 
the volunteer’s duties. The following clause must be 
typed into the volunteer agreement if the volunteer 
assignment involves the handling of money and requires 
the volunteer to be bonded: 


“I certify that I have received adequate training on the 
proper handling and safeguarding of government funds in 
my possession, and understand that I am automatically 
liable for any loss or shortage of such funds. However, I 
may be relieved of such liability if the loss occurred 
without fault or negligence on my part, and while 1 was 
acting in the discharge of my official duties.” 


For further information, see BLM Volunteer Manual 
Section .29.B. 


COMPLETION OF VOLUNTEER 


SERVICE 


Assignment Completion 


Volunteers may end their service for any reason: comple- 
tion of term of service or a specified project, loss of 
interest, disagreement, conflict with personal obligations, 
or any other reason. Whatever the circumstances, the 
supervisor should evaluate the volunteer’s service. The 
volunteer, in return, should be given the opportunity to 
evaluate the BLM Volunteer Program on the basis of his/ 
her experience. Completion or termination of service 
should be noted on the volunteer agreement by date and 
signatures of both the volunteer and supervisor. 


Termination of Service 


Just as the volunteer has the right to end his/her service, 
BLM has the right to terminate a volunteer if he/she is 


not performing satisfactorily, or if there is an issue related 
to BLM policy, harassment, safety, or any other significant 
factor or conflict. 


Terminating an unsatisfactory volunteer can be awk- 
ward. When a problem first appears, the supervisor 
should bring it to the attention of the volunteer and try 
to find a solution. The volunteer coordinator should be 
kept informed of all developments. If problem-solving 
measures do not improve the situation, and the volunteer 
cannot be reassigned without probable repetition of the 
problem, as a courtesy, he/she should be given adequate 
notice (unless circumstances warrant immediate termi- 
nation) that his/her services will no longer be required. 
Service termination should be noted on the volunteer 
agreement with appropriate date and signatures of both 
the volunteer and supervisor. 


EVALUATING THE VOLUNTEER 


The Supervisor's Role 


Supervisors should evaluate each volunteer (other than 
groups) on BLM Evaluation Form 1114-5 (see Appendix 
D, “References and Forms.”). This should be completed 
for every volunteer upon completion of his/her service/ 
project, and at least annually for long-term volunteers. 
(Evaluations do not need to be completed for volunteers 
on one- or two-day projects such as river cleanups and 
National Public Lands Day events.) 


An evaluation need not be lengthy; it can simply refer 
to the tasks defined in the agreement, and provide an 
overall performance review. If appropriate, supervisors 
should mention any exemplary performance that the 


volunteer displayed while in service. The volunteer 
should receive a copy of this evaluation as a reference for 
future volunteer service and/or paid employment. 


The Volunteer’s Role 


Volunteers themselves are in a perfect position to provide 
useful feedback about the quality of the BLM Volunteer 
Program and suggestions for improvement. Supervisors 
may conduct informal sessions with the volunteer dur- 
ing his/her service time, and also should take advantage 
of the evaluation session at the end of the volunteer’s 
assignment. These sessions can offer an opportunity for 
the volunteer to identify any potential program problems 
that might need attention. 
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VOLUNTEER RECOGNITION 


Everyone deserves to have his/her efforts acknowledged, 
and it’s particularly important to recognize volunteers, 
since they receive no compensation for their services. 
Though supervisors may recognize volunteers at any 
time of year, a convenient occasion may be National 
Volunteer Week, held each April. Sponsored by the 
non-profit Points of Light Foundation and designated 

by Presidential Proclamation, National Volunteer Week 
calls public attention to all that volunteers do to improve 
our communities. 


Group recognition of the volunteers within a given of- 
fice may be incorporated into an appropriate employee 
or other gathering. All-employee meetings are excellent 
forums to use, as are coffee events or potluck luncheon; 
refreshments may be purchased within established limits. 
(See BLM Volunteer Manual Section .85 and Appendix D, 
“References and Forms.”) 


Informal Recognition 


The most appreciated thank-you or gesture often is the 
one that comes from co-workers or those who are the 
direct recipients of a volunteer's services. During the 
volunteer’s term, these kinds of personal expressions 
are very rewarding. They give the volunteer a sense of 
belonging and value for contributing. 


Articles and photos in internal newsletters and on office 
websites, as well as in local newspapers, are also effective 
ways to acknowledge and recognize volunteers and their 
accomplishments. Such public forms of acknowledgement 
also inform other BLM managers of your project successes 
and help to promote the BLM Volunteer Program as 

a whole. 


Formal Recognition 


When the volunteer’s service has been completed, a 
more formal thank-you should be presented to the volun- 
teer in the form of a certificate and letter of appreciation. 
(See Appendix D, “References and Forms.”) Although 
volunteers may not receive cash awards, non-monetary 
awards of up to $50 in value are appropriate in many 
cases; some recognition items to consider might be a BLM- 
logoed plaque, volunteer “year pin” (see Appendix D, 
“References and Forms’), pen set, mug, water bottle, 


binoculars, or lunch cooler. Supervisors should consult 
the volunteer coordinator for details, suggestions, and 
sources of supply. For further information, see BLM 
Volunteer Manual Section .8. 


National Volunteer Awards 
Programs 


BLM’s annual “Making a Difference” National Volunteer 
Awards recognize exceptional BLM volunteers (both individuals 
and groups) as well as BLM volunteer coordinators/supervisors 
at the national level. (See BLM Volunteer Manual Section .83 
and Appendix D, “References and Forms.”) 


The Department's “Take Pride in America” program also rec- 
ognizes exceptional volunteers in categories that acknowledge 
both specific types of accomplishments and numbers of hours 
devoted to volunteer service. (See Appendix D, “References 

and Forms.”) 
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We make a living by what we do, 
but we make a life by what we give. 


StR WINSTON CHURCHILL, BRITISH STATESMAN AND PRIME MINISTER 
1874-1965 


APPENDIX A- 


Examples of Jobs Volunteers May 
Perform for BLM 


Multiple Programs 


perform research 

draft news releases 

take photographs 

provide assistance with environmental analyses 
prepare artwork for publications 

serve as hosts, moderators, facilitators at BLM 
functions 

perform office support tasks, e.g., copy work, filing, 
typing 

train employees and other volunteers in various skills 
rehabilitate disturbed areas 


Recreation 


staff visitor centers, patrol (non-law enforcement only), 
monitor facilities 

perform living history demonstrations 

inventory recreation resources, plan recreation area 
projects 

monitor campground fee payments 

monitor recreation permit compliance (limited to 
reporting of non-compliance to appropriate staff 
members) 

monitor off-road vehicle use 

develop and/or maintain interpretive exhibits 

host campgrounds, either as live-in or spot-check 
presence 

construct and/or maintain trails 

maintain facilities 

serve as docents at interpretive and visitor centers 
collect recreation and admission fees, and reconcile 
monies 


Cultural Resources 


survey, both for inventory and case-related projects 
perform archaeological excavations (in some 
circumstances) 

search literature 


monitor sites 
preserve and catalog artifacts 


Wilderness 


monitor wilderness study areas (WSAs)/ designated 
WSAs for condition reports to BLM 

teach low-impact camping and wilderness skills 
patrol (non-law enforcement only, no BLM search 
and rescue) 

act as trailhead contacts 

collect user data 


Range Management 


maintain rangeland projects where BLM is responsible 
for maintenance 

inventory /identify plants, prepare study mounts, 
establish and/or maintain a herbarium, collect plant 
phenology data 

catalog slides/ pictures, prepare aerial photos and maps 
for field work, compute field data 

construct and/or maintain fences, enclosures, or 
exclosures 

update grazing case files 

assist in determining the effects of acid rain on 
vegetation 

gather samples for water quality analysis 

assist in determining stream runoff occurrences 


Forestry 


assist with public fuelwood sales 
thin seedling patches and sapling stands 
assist in piling debris from timber cuttings 


Wildlife 


assist with habitat improvement projects 

collect wildlife and/or vegetation data for inventory / 
monitoring 

adopt a wildlife habitat management area, complete 
selected projects, monitor changes in vegetation 
and wildlife 

conduct/assist with special studies and research 
search literature /data 

inspect and maintain wildlife habitat improvements 
record wildlife use of critical areas or facilities 
revegetate wildlife habitat 
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Wild Horses and Burros 


* create maps 
¢ develop and maintain BLM websites 
¢ develop and populate computer databases 


process adoption applications, including mailing, 
sorting, reviewing, and filing applications 

draft responses to public inquiries 

process title applications 

move, set up, operate, maintain portable capture traps 
or corrals 

feed and water penned animals 

maintain tack and other equipment 

assist at adoption events (except for handling of animals) 


Education ¢ Volunteers 
¢ Conduct education programs 
¢ Recruit, train, and supervise volunteer crews 


Examples of Jobs Volunteers May 
Not Perform for BLM 


perform compliance checks 


Lands (See BLM Volunteer Manual Section .2.22. For Detailed 
* monitor compliance with terms of lands actions Information) 
Minerals ¢ Law enforcement work, carrying firearms in support 


¢ map geologic, paleontological, structural, and 
geobotanical features and minerals 

¢ perform geochemical sampling and analysis 

¢ perform photo geology 

¢ perform sediment analysis 

* pursue economic geology and other studies 


of law enforcement tasks, or issuing citations 
Maintenance of range improvements where the 
permittee /lessee has maintenance responsibility. 
Hazardous work, such as firefighting, hazardous 
materials removal, or riding in aircraft (except in 
Alaska, where point-to-point air travel by volunteers 


Cadastral Survey ¢ 


Engineering 


Fire and Aviation Management 


Technology 
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is permitted) 

Search-and-rescue work on behalf of BLM 

¢ Policymaking 

¢ Any job that displaces a salaried BLM employee 


work with survey crews of various types 
locate and mark survey corners 
operate equipment (if qualified) 


construct or maintain facilities and trailheads 
work on survey crews of various types (engineering, 
etc.) 

erect Or maintain signs 

operate equipment (if qualified) 


conduct fire prevention projects 
assist with logistics operations 
(away from firelines) 
transport fire personnel 
and equipment 

operate communications 
equipment 

assist with fire 
management data 
(computer input, etc.) 


assist with Geographic 
Information Systems 
projects 
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APPENDIX B-— 


VOLUNTEER ORIENTATION 
PACKET / DISCUSSION CHECKLIST 


Volunteer Orientation Packet 


The following are suggested contents for a volunteer 
orientation packet. Supervisors and volunteer coordinators 
may order specially-designed BLM box folders entitled 
“Volunteer Orientation Toolkit” free of charge from 
BLM Printed Material Services to package these contents. 
(See Appendix D, “References and Forms.”) 


Left pocket: 

¢ “Dear Volunteer” welcome letter signed by State 
Director/Field Office Manager 

¢ Office safety fact sheet 

¢ “When Injured at Work,” pamphlet CA-11 
(See Appendix D, “References and Forms.”) 

¢ State Director’s policy statement on EEO and sexual 
harassment 

¢ Building security fact sheet 

¢ BLM Volunteer Guide 


e “Volunteer Performance Evaluation,” BLM Form 1114-1 
(See Appendix D, “References and Forms.) 

¢ “Claim for Reimbursement of Expenditures on Official 
Business,” Form SF 1164 (See Appendix D, “References 
and Forms.”) 

¢ “Volunteer Identification/ Rights and Responsibilities 
Card,” BLM Form 1114-2 (See Appendix D, “References 
and Forms.”) 


Right pocket: 

¢ BLM Volunteer Program brochure entitled “Make a 
Difference: Volunteer for the Public Lands” 

BLM flyer/fact sheet giving brief overview of programs 
and mission (Public Affairs Offices generally have more 
than one available, or information can be printed from 
the BLM national website) 

Pertinent information about the volunteer’s local BLM 


office and its resources, programs, and activities (may 
be printed from office website) 
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Volunteer Orientation/ Discussion Checklist 


General 
BLM Volunteer Guide 
BLM flyer/fact Sheet 


Volunteer Agreement — Completion/ Review 

____ Agreement terms (e.g., reimbursement, travel, uniforms, equipment use) 
_____ Personal information/Emergency contact 

____ Job description 

______ Tort claim/workmen’s compensation provisions 

______ Need for security / background check 

_____ Supplemental forms (e.g., parental approval) 

_____ Work schedule 

_____ Reimbursement (if applicable) 

______ Expenses not reimbursed may be tax deductible 


Recordkeeping 


Tracking/ reporting hours 


Organizational Information (Directories, Charts, etc.) 

____ State / Field Office telephone directories 

______ Office floor map 

______ Contact information for State / Field Office volunteer coordinators 
______ Tour of building/introduction of volunteer to staff 


Miscellaneous 

____ Certifications (e.g., ATV, chain saw, driver safety) 

IT/computer security clearance course (if applicable) 

Safety orientation (see Appendix E, “Volunteer Safety”) 

Evaluations (volunteer performance, volunteer evaluation of program) 
Sexual harassment policy 

Uniforms 


Government property use (e.g., need for special equipment, tools, radios) 
Personal property use 


BLM Volunteer Program brochure entitled “Make a Difference: Volunteer for the Public Lands” 


APPENDIX C— 
CONSIDERATIONS FOR 
SUPERVISORS 


Beforehand: After Volunteer’s Service 
clearly identify the need for a volunteer personally (one-to-one) thank the volunteer, offer 
ask for input from staff/coworkers who will be congratulations on a job well done 


affected by volunteer’s presence /service recommend/arrange for suitable recognition 
advertise the volunteer position on Volunteer.gov/gov produce a written evaluation usable by the volunteer 


assemble necessary information/forms, etc. present a written letter of appreciation and/or a 


______ block out enough time for volunteer orientation, certificate at an appropriate gathering 

paperwork completion, and supervision _____ hold a close-out evaluation session with volunteer 

_____ plan any needed follow-up 

During Volunteer’s Service: _____ incorporate specific contributions (special project 
_____ make yourself available for questions, etc. completed, money savings, etc.) 

offer constructive criticism along with hours donated, costs to BLM, and 
BLA: show appreciation dollar value of services, into the BLM Volunteer 
____ recognize problems, roadblocks, need for support Annual Volunteer Report (coordinate input with 
_____ address volunteer’s needs (training, etc.) Field Office volunteer Coordinator) 


evaluate assignment and adjust volunteer agreement 
if necessary 

track volunteer’s hours and expenditures for 
reimbursements, supplies, etc. 

allow volunteer the opportunity to evaluate 
program, experience, his/her own work 

publicize and promote volunteer’s accomplishments 
(newsletters, local newspapers, websites) 


4 


4 
4 oa 


SS Ba 
molt 
‘4 a 


Oo 
ee 
eee 


I, TSS S05, 
~ eX om Og: PA 
ae OR 3 


| Management Volunteer Supervis¢ ae 


Volunteers are the only human beings on 
the face of the earth who reflect this nation’s 
compassion, unselfish caring, patience, and 


just plain love for one another. 


ERMA BOMBECK, AMERICAN HUMORIST AND WRITER 
1927-1996 


APPENDIX D- 


REFERENCES AND FORMS 


The VOLUNTEER.GOV/GOV interagency volunteer 
recruitment website is at http://www.volunteer.gov/gov. 


BLM MANUALS available online at http://web.blm. 

gov/internal/wo-500/ directives /dir-manu/manu-dir.html 

include: 

¢ BLM Manual Section 1114, “Volunteers” (Volunteer 
Manual interim amendments made via Instruction 
Memorandum No. 2005-026, “BLM Manual Section 
1114 (Volunteers) Interim Amendments” available at 
http://web.blm.gov/internal/wo-600/00_wo0650_vol/ 
index.html) 

¢ BLM Manual Section 1103, “Uniforms” 

¢ BLM Manual Section 1112, “Safety” 


BLM HANDBOOKS available online at http://web.blm. 

gov/internal/wo-500/directives /dir-hdbk/hdbk-dir.html 

include: 

¢ BLM Handbook H-1112-2, “Safety and Health for 
Field Operations” 


BLM INSTRUCTION MEMORANDA (IMS), 
INFORMATION BULLETINS (IBS), AND OTHER 
RESOURCES for the Volunteer Program available online 
at http://web.blm.gov/internal/wo-600/00_wo0650_vol/in- 
dex.html include: 
¢ Interim Volunteer Program Manual Updates 

(IM 2005-026) 


Federal Reference Guide on Provision of Food/ 
Refreshments for Employees/ Volunteers (IM 2006-001) 
Electronic Volunteer Program Forms, including BLM 
Volunteer Acknowledgement Certificate 

Volunteer Position Descriptions 

Safety Risk Management Worksheets 

Project Planning Templates 

One-Page Guide to the BLM Budget Cycle 
Information on BLM’s “Making A Difference” 
National Volunteer Awards 


BLM VOLUNTEER PROGRAM ANNUAL REPORTS 
are available online at http://www.blm.gov/volunteer/ 
news /annreport/index.html. 


BLM VOLUNTEER “YEAR PINS” (with years of ser- 
vice) are available in small quantities free of charge from 
BLM’s Printed Materials Distribution Service as Item 
Number EE7-004. Contact PMDS at BLM_NCS_PMDS@ 
blm.gov for ordering information. 


Information on the DEPARTMENT?’S “TAKE 
PRIDE IN AMERICA” AWARDS is available online at 
http://www.takepride.gov/awards /. 
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How wonderful it is that nobody need wait 
a single moment before starting to 


improve the world. 


ANNE FRANK, GERMAN WRITER, Diary of a Young Girl 
1929-1945 
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VOLUNTEER SAFETY 


BLM considers safety a vital part of every job. In fact, it is 
BLM policy that no job should be started unless it can be 
performed in a safe, effective manner. Employees and 
volunteers share the following work safety responsibilities: 
* to correct or report all unsafe conditions 

to follow ALL safety instructions, practices, and 
procedures 


* to avoid horseplay 
¢ to keep work areas clean and free of hazards 
* to report all accidents 


Injury statistics indicate that volunteers tend to be more 
prone to accidents during their first few months on the 
job. Further, a large proportion of these accidents occur 
in certain areas of BLM work, e.g., field activities and 
driving. During this early period of the volunteer’s as- 
signment, his/her attitude, breadth of knowledge, and 
judgment are the three major factors that will most affect 
the volunteer’s safety. 


Encourage the volunteer to check with his/her crew 
chief or supervisor on any job requiring specific health 
or safety measures to be taken, or on jobs where the 
volunteer does not understand the appropriate safety 
practices or procedures. The supervisor can then arrange 
for a safety training session by qualified BLM staff. The 
BLM has at least one safety coordinator in each office; as 
part of orientation to the organization, contact informa- 
tion should be provided to the volunteer in case unsafe 
conditions need to be reported. 


While all of us must strive to prevent accidents, when 
one does occur, the volunteer may be compensated by 


the Federal Employees Compensation Act and protected 
from liability from tort claims. Each job-related injury, 
no matter how minor it appears, should be reported 
immediately. “Injury” also means any illness/ disease that 
is caused or aggravated by the volunteer's duties. In case 
of injury, the supervisor should provide the volunteer 
necessary report forms and may authorize medical care. 


Volunteers should be made aware of pamphlet CA-11, 
“When Injured at Work,” which is available from BLM 
Human Resources and Safety Offices as well as online 

from the Department of Labor at http://www.dol.gov/ 
esa/regs/compliance/owcp/ca-11.htm. 


Vehicles have the greatest potential for causing serious 
accidents. If the volunteer's duties require operating or 
riding in motorized equipment, be sure they are trained 
and certified. The volunteer should also be familiar with 
maintenance and measures necessary to keep equipment 
operating in a safe condition. First aid training is recom- 
mended, and defensive driving training is required, for 
all BLM motor vehicle operators, including volunteers. 
An online National Safety Council defensive driving 
course is available through BLM’s National Training 
Center (http://doilearn.doi.gov.) 


Supervisors must ensure that volunteers understand 
the safety aspects of their duties before the volunteers 
proceed with their assignments. A Safety Risk Manage- 
ment Worksheet may be completed and BLM’s Safety 
and Health for Field Operations Handbook consulted 
(see Appendix D, “References and Forms’) to assist with 
this process. 
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We cannot live for ourselves alone. 
Our lives are connected by a thousand 
invisible threads, and along these sympathetic 
fibers, our actions run as causes and 


return to us as results. 


HERMAN MELVILLE, AMERICAN WRITER 
1819-1891 


APPENDIX F- 
VOLUNTEER CONDUCT 


¢ Volunteers are required to maintain high standards e In the course of, or in relation to their volunteer service, 


G2dQX US. GOVERNMENT PRINTING OFFICE: 2007—660-015/42014 


of honesty, integrity, impartiality, and conduct in the 

course of, or in relation to, their volunteer service 

(43 CFR 20.735.2(b)). 

Volunteers are expected to be courteous, considerate, 

and prompt when dealing with and serving the public 

(43 CER 20.735(b)). 

Volunteers must comply with all applicable Federal 

statutes and regulations issued by the Department of 

the Interior and/or Bureau of Land Management 

(43 CER 20.735.2(b)). 

Volunteers must comply with any lawful regulations, 

orders, policies, and appropriate requests issued by the 

supervisor or other government officials having juris- 

diction over the work or projects 
involved (43 CFR 20.735.2(d)). 


> 
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volunteers shall adhere to the policy of the Federal 
government that there shall be no discrimination in 
service based on factors of race, creed, or religion, 
color, national origin, political affiliation, physical 
disability, sex, age, and similar matters not related to 
merit and fitness (43 CFR 20.735.2(c)). 

Volunteers should consult with their supervisors on 
general questions they may have regarding the applica- 
bility of various regulations which may pertain to their 
service (43 CFR 20.735.2(¢)). 

Volunteers shall be held accountable for government 
property and monies entrusted to them in connection 
with their volunteer service. It is each volunteer’s 
responsibility to protect and conserve government 
property and to use it for official purposes only 

(43 CFR 20.735.15(a)). 


¢ Volunteers shall not use or authorize the use of a 
government-owned or -leased motor vehicle other 


than for official purposes (43 CFR 20.735.15(b)). 
¢ Volunteers shall not sexually harass other 
volunteers, government employees, or members 
of the public having business with the 
Department (43 CFR 20.735.17(a)). 
¢ Volunteers shall not participate in gambling 
while on government-owned or -leased property, 
or while on duty for the government (43 CFR 
20.735.17(d)). 
¢ Volunteers are prohibited from using alcohol 
or illegal drugs while on duty, as described in 
the volunteer agreement. A volunteer who uses 
intoxicants while on duty is subject to dismissal 
and cancellation of his/her agreement (43 
fey CFR 20.735.17(g)). 
¢ The carrying or transportation of 
QQ firearms in a government vehicle 
or while on duty is prohibited. The 
authority to carry a firearm will 
be given only in a circumstance 
where a BLM employee would 
also require a firearm (excluding 
law enforcement) for safety reasons 
(e.g., bear count assignment). 
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BLM Library 
Denver Federal Center 
Bidg. 50, OC-521 
P.O. Box 25047 
Denver, CO 80225 


